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OGC Has Reviewed

STATINTL Mlttmm establighed s rogres designed to sdminister the

The oblective of records dlsposition is the preservetion of records of
contiming value and the aystematic eliminedion of all other vecords. Such
action materially incroases the usefulness of the records preserved, and
mmmmmmmmmmmg 70 aseigst in
achieving this objective, uniforn methods and procedurss have been established
mmmmummw,mmdmm
mnmdmmmmmummmmmm.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

L. K. WHATTE
Deputy Director

(Support)
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Part I. Records Control Schedules
SECTIN I. GERERAL

1. General Plan. The Records dlsposition progrea provides for estsblish-
ment of @& unifor: plan for the preservation, retirement, trunsfer, and
destruction of records. The formulation of this plan for the diaposition
of each type or series of records will b expressed in the form of a
Records Control Schedule and will provide for:

a. The selective preservation of permanently valusble records
reduced to the minimum consistent with all interests of the Agency.

b. The expeditions and sysbesstic removal and disposal of tenporarily
valusdble records, including their reduction to the minimun censistent with
the adnipnistrative and operating needs of the offices of the Agency.

2. Becords Control Schediles. The preparstion of Records Contrel Schedules
is a requirement of the General Services Adsinistration Regulations which

are issued under authority of the Federal Records Act of 1950. (See Exhibit I).
Thelr preyaration and applicetion are an approved msens of systeiatically

-effecting the preservation, retirement, and destruction of records.

Fora Ro. 139, Records Coutrol Schedule, (See Exhibit 2) hms been developed
for use in this Agency and provides the weans for implementing the Agency
disposition progras.

3. General Bi}_gnution Policies. The following policies will govern the
disposition of records created and scgquired by Agency activities and will
be carried out in full accordance with Security Regulations of the Agency
and the opinion of General Counsel, Oct. 2, 1950 (See Exhibit 1, Paragragh 2 g.).

8. Preservation. Records created or acquired by any activity which
are worthy of preservation as & part of the percenant archives of the
Agancy will be identified aud retained as prescrided by this Handbook.

b. Retirement. Reoords ar-ated or mequired by any activity incident
to the conduct of its business vill be retired to the Agency Records Center
in sccordance with the procedures cutlined in Part IT, Retirement of Records.

c. Transfer, when records created or scquired any activity are
transferrved to another Ageney couponent appropriate changes shall de mmde
on the Racords Control Schedules (See Section VII) maintained in both the
transferring and gaining organizetional elements. The transfer of records
mmmoranwMo:Wmuwmm
be sccoplished in accordance with the provision of Title 3, Segtion 301,
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of the Segunlations of the General Services Aduinistration. That regulation
provides that such transfers shall be accogplished only with the prior
written approval of the Hational Archives and Records Sexvice. The Agency
Records Adninistretion Officer will obtain this approvel.

d. Disposel. Records created or acguired by any activity incident

0 the conduct of its business will be destroyed in accordance with the
procedures outlined by this Handbook.
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S8CTION II. DUTTHS AND RESPONSIBILITIES
k. Progra: Objectives. The objectives of records disposition are as follows:

8. The egtablishsent and preservation, on & continuing besis, of a
cosfplete get of records reflecting the nission of the Agency, its organiszs-
tion, functionsl sdninistrative policies and procedures, and overall
accouplishownts, including therein all docusentary saterisls having
adalnistrative, legal, fiscal, or historical significance, of long tire
or permanent value.

b. The estsblishuent and cperation of a system of supervision,
facilities, procedures, and lnstructions whiich will assure the mospt dis~
position of records no longer freqgquently referred to or of no further value
in the conduct of current business by retirement to the Ameyﬂ‘&eeorda
Center or by authorized destruction.

¢, The development of means for -aking available 1o aut worized Agency
activitles the experience and date that Agency records contain for planning
purposes, Tor conducting currest business, and for hilstoricsl or research
Purposes.

sary and de Bb.] o rﬁmemctiwwmmofwaa A@mymeords
that hava gemmtf or longtime adninistrative, legsl, fiseal, or
historical value are safely stored in the Records Center for preservation
whon no longer nesded for the conduct of current business or upon deactiva-
tion of an sctivity. In ordey to facilitete the processing, storage, and
servicing of the records received by the Records Center frou various
activities; they should be uniforaly arranged, packed, and jrocossed in
accordance with prescribed oriteria. Purtheraore, it is iLugortent that
suthorization for the disposal of records, granted by the Archivist of the
United States and Congress, be uniforzly and accurately interpreted. To
aeffect the coordingtion required toc sttain these cbjectives, responsidbility
for adninistretion of the progra: is delegated to the Agency Records :
Adninistration Officer.

6. %ﬁ Adninistration. The Apency Records Adninistration Officer is

a. Staff guidance, assistence and coordinetion of the LRecoxds
Adninistretion Progras, including the issuance of any instzuctions
necessary to iglemsnt the :ethods and procedures prescribed by this
Handbook, and the attalunment of the objectives of the Frogran.

b. Raviev snd approval of Records Control Schedules governing the
dispoaition “fm&mmmwﬁeomiutmmmnuofﬂww.

PE e ey
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¢. Reviev andtt approval of all recconendstions for the dsstruction
of records, and the subsequant preparation and subzission of regests
to the Archivist of the United Stetes and Congress for authority to
degtroy the records as prescribed by spplicsble statutes.
STATINTL d, Indoctrination and training of component Records lManagssont
Cfficers &?ﬁ)ﬁmﬁaa by the Deputy Directors in accordance with
2 .

e. lronitoring and inspectlion of all records disgosition activities
of the Agency.

£. ZGsteblishment and sedintenance of a fecility for the storsge
snd servicing of noncurrent records of the Agency.

g- Collection and comsolidation of stetistical and factual data
secessary toc effective nanmgerent of the Agency yprogras.

T Frogras Implesentation. The role of the component Records Managenent i
Orficer i ¥t aig mOmmammmprwme. The |
ummmmafmmmmmaﬁmmmMsw
vill supply informgtion necessery o eneble him to undergtand and carry
out his responsibilitiss. Conponent Records snegesoat Officers ave
specifically responsible for:

8. Supervision over the rroper disposition of all records crested,
acquired, or maintained by organizetions) elements under his Jurisdiction.

B cmammmitmwmmmot
collecting and recording informstion necessary for the prepsretion of
Recaords Comtrol Schedules and igplomenting other aspects of the progran.

¢. Froperetion of Records Coatyxol Schedules for sctivities under
his Jurisdiction and subnission of such schedules to the Agescy Records ?
Adnindotretion Officer for review and approval. ;

d. Keeping the scheduls up to date by making any nocessary
revisione and sul=xitting such revisions to the Agency Records Ad:adinistration
Officer for spprovel.

¢. Submlasion of recourendations {0 the Agency Focords Adninis-
tration Officer for the procurement of suthority for the destruction of
records not covered by existing Recorde Control Schedules.

£. Apgplicetion of agproved Records Control Schedules, including the
Wmmmmwmermmwmmm or
mirmmmwﬁmmmcawmmuswﬁmmmm
office space has expired.
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g- Supervision of the surTangement and packing of the various classes
of records and Sheir retimment to the Records Center for stormge in
accordance with fart Il of thils mndbook.

B. Cogpilation of dete four reports required for effective rmnageent
of the progra:s.

Y. Records Disposition Report. To provide a ssasure of the progress and
affectivaness the progras, cosponesh recoxrds officers will subait a
report not later thar the fifteenth of Augnst of zech year 4o the Agsuey
Hecords Adednletretion Officer. This reportd, lo smeworendon fors, will
conslat of consoliideted statistics, on the retiresent and destruction of
records accurmlated by the orgenimational elesent over shich he has
Jurisdiction. All peper and photogrephic recoxds; and scund recordings,
ineluding papers identified in peregrsgh 27, will be reported. antities
of records will bo expressed in terng of cubic feet on the besis of the
meamuwent and conversion forvmls jrescribed in Sxhibit 3. The following
dete will ba reported:

(1) Records on hand at the beginning of cuble fout
the fiscal year.

{2) Recorda destroyed in currvent-files cubic feet
sron during the fiscal yoar.

(3) Revords on hesd at the end of the cubic feet
fiscal year.
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8ECTIM III. TERMINOLOGY

9. General. Wammuamwwmmef

recant development. The terus that heve bees elther "coined”
or "applied”’ in this field, wvhile gradually being accepted by cosmon usege;
are not yet standard in thelr wening and appilecation. To evoid sisunder~
stending, definitions of torww used in the text are provided.

10, Eeoouds.

&, Statustory Definttion. The word "records” is defined by statute
as including: "All books, papers, maps, photographs, or other docwmentery
zaterial, regerdless of pghysicel form or chareeberistics; sede or received
by any agency of the United States Government in pursuance of Federsl law
in comnaction with the tresssction of public business and preservetion by
that agency or its legitioate successor as evidence of the orgsnization,
functions, policies, decisione, procedures, operetions, or other activities
of she Covernsent or beesuse of the informstional wvalue of data contained
therein.” fThe statute specifically excludes froa the definition of the
work "records” librery aod museun asterial sde or scguired and preserved
solely for reference or exhibition purposes, extra coples of docunents
preserved only for convenience of reference, snd stocks of publications and
processed documants.

b. Iubexrpretation and Application of Definition. The statutory
definition of records does ot anmwmr all the apecific problems that arise
in the procese of identifying docwentary waterials as records, or in
deternining the digposition of a particular group of records. In approach-
ing these problems it is best to assume the mbterials are records untll
proven otherwise. The Agency Recoprds Aduinistration Officer should be
consulted in resclving such questions.

c. Source of Docunentery Naterials. The definition of records
specifically includes those docunentary zmterials both vede and recelved
by an agency. Docunentary seterials acguired by this Agency from any
source incident %o its sctivities thet Lecome possessions of the Agency’
are subject to the dlsposition policy and rrocedure prescribed by the statute.

d. Status of Documentary ‘ateriel. The langusge "preserved or
sppropriate for preservation” indicates that the Lntention regexrding whether
& docuent serve or not serve as & “record” iz an irportest element in
deter-dning that particular docusentary saterials are “records” within the
neaning of the definition. This langaage also covers instences where,
although the intention that the usterials not serve as "records” ls clear,
the nature of the data the materisls contain may oeke then "eppropriate for
presergation” and subjeet to the provislons of the statube.
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e. Character of Documentery alerials. The definition exesmplifies
the chmracter or natwre of the 'aterials by specifying those waterisls
that conbtain evidence of the organisation; functions, policies, procedures,
operations, or othor activities. These usterials :my be of either tenporary
or perumnsat value. It is sigoalificant thet, by interpretation, nearly
every concalveble type of docwentary rabterisl can be brought within the
oeaning of this langasge.

11. tim:x. The tern "dispoaition” as umed hereln inciudes sy and
all mesng iug a change in the custoly or the existence of iwcords;
i.e., the preservetion, retirverent, itransfer, and élzposal {(destruction)
of records.

&. freservation. The safepuerding ai‘nlecwa records, for
pervanent ratention, necessery to docuvent the organization, functions,
ralicies, decisions, snd procedures of the Agency.

b. Retivesenst. Although several cononotations have been given to
the "retiressmnt” of records, the ters as exployed by this iandbook wilil
mean the resmpval of records froo offlece space to the Becords Cenber.

¢. Traunefor. The twansfor; or change of custody of records, fron
one urgmnizationnl unit or agency to another is another sadiu: contenplated
by the tern "dlaposition” as uped in this Tandbook,

d. Disposal. Ter:a "diaposal” wmwmia&sumwm
the genersl term Mmit&“wmmmt&rwmmenly
the destruction of records.

12. Curreut and Honcuryent Becoxrds. ﬁmmﬂ&mmmﬂm
Wmmhmmﬁmmmm Y euzrent” and

* noncaerent . mmmﬁmwmmpmmrﬁm
ummungﬂ’satarm "eurrent” end "noncuwrrent” are used loberchargeably
with “ackive” and "inective' records. “"Cuwrrepnt records” are fyequently
referred to by the activity that accuallates then into the confuct of
current busipess and their retention in the office is necessary for the
functioning of the ectivity. “Honouryent records” sre those records whilch
are o logger Drequently referrad to by the activity that accwndates the:n:.

&. Records Mapegeuent Officer. An individoal who is designeted end
sssigned the respounsibility for aduinistering a records :mnagesent progres
for e gpecific organizationsl elesent.

L., Cwrent Files Area. File space,dsersbiy-office gpeos, utilized
oy the office or alzinistrative unit vhich creates and acquires records.
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c. Cut-off Technique. The systematic meens for periodically terminsting
a file series to movide for its retiremsnt and/or destruction. Also
referred to as "Breaking” flles.

d. Disposel Stendard. The retention period establisbed snd spproved
in sceoxrdance with statutory requirensnts governing the destruction of records.

e. Ivaluation. The jrocess of deternining the sdainistrative, flscal,
lagal, or historiexl welue of records.

f. ERecords Center. The faclility established for the receipt,
maintenance, sorvicing, and diaposition of the noncurrent records of the
my’

g€. Records Contral Schedule. A witten plan (See Section VI) for the
dlsposition of records. It iscludes the following informebion:

(1) An identification of the series of records of emch function
@mwuﬁmmtthMWMnmmﬂnh

(2) An ideniification of the series of records of esch function
or organizational unit that are digposable znd a plan for thelr periodic
disposal or retivenent prior to diaposal.

h. hecords Series (File Series). A group of closely related records

identified with a specific function and meintained in accordence with a
single syste: of arrangement.

Approved For Release 2002/06/10 : CIA-RDP72-00450R000100130050-3
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SLCTIM IV, DISPOBITIOR SURVEY

ihe Jojective. A rvecords disposition survey is conducted for the primary
arpose of collecting and recording fectual informmtion on sach series of
rvecords. Sufficient and acowrate dsta =wt be obteined on each records
series for ive yroper evaluation and appraisel in teras of ad:inistrative,
legal, fiscal, and nistorieal value. The factual lafor-ation obtained on
each serliee and its evaluation stated in tiwe elements, for its cut-off,
retivewsnt, and/or destruction, are essextial for the preparstion of
flecords Confrol Schedules.

15. ‘mthod of Colleeting Dete; The preferved cethod of cullecting date
for the disposition survey 18 for the component Records :muegecent Officer
to take an inventary of all files saintained by his organisstion. Detalled
Procedures for taking sueh en inventory are listed in paragrexh 17.

16, Cov i«  For the initial preperetion of Records Contrdl Schedules
end for anrual reviev of schedules thereafter, s compreBonsive survey
aust ve rade of records mmintained in ell organizstionsl elements. This
survey will cover all flle series including both record and ponrecerd
-aterials. 1o addition, all spece in £lling equipment ubtilized for
rurposes other theau for the housing of records will be recorded. ‘Mhis
includes ©ile apace reserved for cxgmnsion, overnight stosegy, and aquip-
aent stosage, and for housing other -aterials not inciuded on the Records
Control Schedule (see pearagreyh 26). This edditionsl informetion, though
not included in the schedule is useful for detecting snd controlling
filing equiprent utilizetion practices.

17. izeparation.- Before beginning the survey there are three regulireents
necessary for an intelligemt and gractical apirosch to the pwoblen: 08iRLlY,
yroper authorizetion, background dats, and assiptance.

a8. rvoper Authorization. Anthority for the survey should be obtalned
wy the fecords arageuent Officer fron the Chief of the cosponent concerned.

0. DBackground Dete. Secure and study organisationsl charis, reports,
regulations, adnlodstrative orders, directives, and controls regarding the
asctivities, functions, end procedures of Zhe organizational ele-ert.

¢. Asgistance. Secure the naws of individuals to be consulted 1o
sach organigetionsl unit. These individanls should be at such an

srgenizationsl level that they can speek suthoritativiy cn the adr-inisgtre-
tive value of or need for the records.

18, cond toe « Fora No. 138, Records Survey wWork sheet,
{See ] wmmd ggrpm for yecording the inforuetlon
collected Quring s e sarvey. ies of these B By be obtained
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Y mewmwmmmmmm
}’;hr:w mxﬁumuummmtammmzm for
sach records series as cutlined below:

a. Date. Suber the-ewwent—date of the survey.

b. Offiece, Division, Branch, and Sectlon. Rater the corgacisationel
elanents down to the unit maintaining the files.

¢. Location. Bater building vane oy mwber and room muber.

file mintalined in two comparsbie mwimf-im;xl elenents. For exanple
A i‘ﬂ.:’aasi@md by title as "dail Control Flle" in one division should
be sinilarly naned shen found in & corpareble organigationel) elenent.

« Custodisn. mtwwm&ﬁmmwmw\ﬁoh
mspa;sibletw*hefna. nmmmmmmmm
p@l&mmuwwmmmwmmmm

. Description. m:uwmmzmwmmm
Mawmmmmw. The Records Menagesent Officer
mmmmmmm”m: What ig the jurpose or

| use of the record? where Goes it origivate and to vhat offices is it
N

digtributed? uhich is the official flle copy? Imuthergwrdtmd?

1) Description of Documents. To eliminate sny doubt es to
mi&mﬁé&i«m&mﬁhammmﬁwmmm
ofmmwwm@ammmmmmmm. iio‘be.
fommwbaramuﬂnammmm&ofwwmw, nemorendw:,
ceblos, dispatches, reports, elc.

(2) Paction of the File. Give a brief statement of the specific

owmmafm%tcmmmmm This statement should reflect
mmotﬂmmean&w;amummﬁhm&
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(3) Prequency of Use. The activity of a file or the approxiaste
W%Wam&%aﬁl&%nmwuam
mmmm&mmwmmmzﬂmm
after cut-off. '

(4) Extra copies ixisting. If there m¥e coples of these
docwmuts aeinteained at ancther £lle location record that informetion here.
Buch entries wight be: "Extra coples filed in Braoch Subject File",

“Bxtra coples filed in Reeding File", otc. If, for instence, the file series
being surveyod were the sxtra copies, with the official or record copy
malntein~d alsewhere, a proper notation might be: Record copies £ed in
Office Bubject Fila", ete. )

g, Arrengenont. mmmmwmm
series. This should be recorded in brief statements such as:
"Alphabetioally by Surname”, "Alphebotically by Subject”, "Raerically by
Fegadaition Ruber”, ete.

h. Inclugive Dates. Eunter the date (year only) of the olfest document
in the series and the dete (year only) of the most recent documents. If
the file arrengersnt is such that this informstion is not reedily apperent,
& brief saxpling of the uaterial should reveal the most charscterigtic
date covorege.

i. 3ize of Fecords. Check in sppropriate squares the size of the
records and enter the cubic feel of records in the box provided. Cubie
footage should be computed in accordance with the table of standard neasure-
ments in Bxhibit Ho. 3.

J. Bguipment Occupled by Records. Check in the appropriete sguare
the type of filing equipment the records and enter the nurder of
dravers, trays, shelves, etc., utiliged. This inforsstion slong with that
above can be useful in controlling effective utiligation of £iling equipment.

k. Revarks. Show hare the digposition action recomsended. An
officiel of the organisstional unit responsible for the £4le shol be consulted.
The official should be one who has knowledge of the value of the file from
an operating viewpoint end should be ix & poaition of anthority to
deternine retention periods based on the cperating and aduinistrative needs
of the office. Sirce a records disposition survey is conducted prinmerily
for tha purpose Of preparing & Records Control Schedale, infor=mtion
recorded heva will consist of 2 cut-off procedure, retention tize in office
space after cui-off, and the overall retention period (disposal standard)
for the record séries. The retention period, st this point of the survey,
is based anly oo the administrative or operationsl value placed on the file
by the users. This is a prelixinary step in the overmll evaluation process
required in the agpraisel of records. Finel eveiuation should be based on
disposition criteris discussed in Section V. This spece and the deck of
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the sheet are also useful for recording idees, conversstions, coucwnis,

or other information pertaining to the records series not included else~
where on the work sheet. Such bits of inforastion often ald .aterielly
in the evaluation process or in spotting or solving a record problen.
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SECTIOH V. DIBPOSTITICH C’hI‘MHIA
u ?’)—}C ¢,',':’ ,j e Y

19, Cepersal. The analytical process -+ odorin o
in ter:s of tise standards for their mimxbmn, cf up;,a.ymg cut-off
tecinig:es for periodic teruination of {iles, and of applying block dis-
position procedires to poncurrent files can be accospllisined only by a
thorougs stady of sach record series surveyed and the careful applicetion
of eriteria o:tlined in this section.

20. Ewalugtion of tecords. Tae evalustion of records in ter.s of tueir
possible use by the Agepey and the Fedoral Covernent is an essentlial
prelidnary to instituting procedures for thelr disposition. Wille the
volise of records of permanent value crested in any given yesr is negllgible
when coyared to the total anpual acewnmlation, it is loperetdve thet this
nueleus of records of enduring value be identified and pre-erved., Jimce
toese records are identified the resddue is of tesporsry value which will
be desiroyed now or later, coaotingent upom #den this value diuinishes or
disappasrs. In cstablishing realistic retention perlods it is cesential
thet the records :snagesent officer ildentify the "office of record” for

tive files he ls eveliating. Any organigational element that crestes or
recelves records in the process of carrying cut its assigned functlions and
respousibilities norrally becosce the office of record for docusenting

such schivities. Offices of record range fron the iusediate offices of

the Director and his Deputies down through those of heeds of Offlices and Chiels
of Staffs, Divisions and Braunches. For exaaple, the office of recoxd for
wreparation of the Agency budget is the Office of the Couptroller. ieve,
the files docusenting this functlon are retained perumnently. Other Agency
cosgonents evaliate thelr budget files as teqporary and cay dispose of
ther within e few yesrs. In sose instances, records of terporary value

say be required to be retained for periods of tinme exceeding the period
during wiich they are .used for the conduet of current business because of
adidnistrative or legsl reasons. -These-recerds should be retlred-4o tha -
-haeerds Cornter for -the neveseary »etestlion period and uliiimle destamrction.

21. reravent iecords. Feroasent records ere those ruecords which have
enduring valae {n one or xore of the fullowing categories: adiinistrative,
legal, fiscal, or historicel. The Archivist of the United States hes
described records worthy of persanent preservation es those reflecting:
1) "'the organization and adninistrative history of the sgency; (2) the
policles it followed and the reesons for their sdoption; (3) its working
smthods and results; (b) its apecific ipdividual trensactions so far as
they estavlisied & legal status of any kind or as they ey be presuued to
nave 8 gencral and continuing interest; (5) the general mial, econouic,
or other conditions with which the agency dealt.” The :maxi: "Experience is
the best teacher” is & brief but adeguate Justification and explanetion of
the basls and necessity for the ldentification of records of the following
types:
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a. Adainistrative valus. The recording of experience in the broad
mmmuamum,mumw,,
ﬁummmtnmmﬁytarmatmtcmnmdw,
eITor, Or success, will frequently provide the zsans for more scund

b. legal Value. The evalustion of records from the standpoint of
muamuowmmmmuotmrmum. Reduced
wmm,uummcxammmm-m-mp
«m,wmmwmm,ma"mw,xm,
mmmmmmwmwmmmmm

mummm@mmxwuﬁm nescessary to account
mmwm«m,mmmmmiwmmcf
sinilar Agancy records. mm‘amthWuubem
am&wmmmwumm.

4. HRistorical Value. Some of the classes of ‘
a h; MGMW, will prove %0 have historical MMWW§m
mmammuuarmmmmm,ma, is equally
Wwofmmmafwmmmnmm,
WMmme“mmmmw shovld be comsidered
MW. meumummm:m,mmh,momw
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2, Cubeoff Cechnigue. To focliltete the disposition of files on an
orderly and systeratic basis, the terdmitden of fils meries ai regular
intervels and the establisheeut of ney files are uecessary. This procedure
is xnown 83 the cut-off techoigoue or file Lreak and peruits the destruetioon.
wetireend, or trensfer of files ln worpleto chronological blocks saving
Ay howrs in screening ond serviclag recoxds. In apdylng cut-off
tochnigues ome should be svare thet records are created sriwaridy for use
ard not for dlgposition and any condiict in cub-off procedure should give
way to the opereting meeds. Iu g wrxl, Pit the cut-aff procadore o the
sperating require-ents. e of the olloving cut-off pwrocedures la
applicable o any file of the Agoucy.

a. «olepdar Ay Cub-off. Jany filc series in the Agency will require
ut-off on & oslendar-year basis. Jhe poocedure iz to terdnabe files at
the end of cach calendar year and o ostapiish & nev file at the begluning
of the oliowing yoesr.

V. Plipcal-¥Year Cub-off. Flscal and sceownting series of flles it
inte the fiscal-yesr cut-off jrocedure. The procedure iz to terudmsie
#les at the end of each fiscal year and to osteblish a new file at the
hoginning of the fullowlng fiscol yeax.

c. Cmoe Pile Cut-off. Certain categuries of files, norvally referred
to &8 case Tiies, such as individuas yeesaonel folders, project files,
contract files; and siailar types st be malntelrved in & current status
aibil the pessing of an event. e cot-off jerocedure le o place the case
in a nonaurTest file after separstion of eyloyee, cogletlon of jraject, o
o fhael peyeent of cootract, or sioddar event. The mmegrent file io shen SR RS
- parineted pericdically; the--ispesibion is effected, and & mtmwwmt ’
C file esteblishod.

LEN

.  Other Cut-eff feriods. Piles ay, for verious rosgsons, leguire
cut-off pericds of & leaser tie then prescribed in jersgregh o. and b.
above. o ap;al:: a l-uonth, 2-wonth, or Gesonth cut-off procedure st least
one of dhe following factors should be presant:

(1) Me Piling arrevgewnt 1o casily adepted to cut-off.

{2) e file series hos relstively short retestion value.

Flle a:wue i linited and the £lle series incroases
sepidly fo volwwe.

{4} very little reforence is mde to files after cut-off.

L

£
{3

23. Alock U tion. An eifcctive dlsposition progra: requires block
retire et &zu%nwtian of records. To accouplish this objective, it 1is /
necessery to heve unifors retention periods for records in affkel files v Y "

arees after cut-off. Generally, files that will be retaived one year or

m:‘h’ﬂ‘
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less afber ocut-off should be held in the current files area wuntil destruction
is effected. Cut-~off records with longer retentlon periods will normally

he retired to the Records Center after being held one year. Avallablility

of storage space in the current {lles ares and frequency of reference must
be copsidered when scheduling such vecoxds.
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GECTICGR VI, OIS CONTROL SCIHEDULLE

2k, General. cfecords Control Schedules sre the weens for Lglecenting

the records dlspopition progran. Schedules are prepered ron Survey Work
Sheets alter careful anelysis of each record seriss loventorled. They
ponstlitute the wucieus and fondsbion for the effective addvdetretion of
both the cuamrent and noncurrent records of an activity. The schednle,
slthough used pri-arily for the pwpose of effecting the ot and systeo-
atlc retirecent or destruction of voncurvent records, slse Duncblons am o
Yeiding sediu’ and en "account” of the locetion, custody, and dlsposition
of soth the carrent and noncurrent records of an activity. Zffective
achednling of reeords for disposition influences the saintevance of current
tiles by necesgiteting verioua pocedares for thelr segregation, srrangesent,
cut-0fe, centralization, or docentreligation, ete. Uxperience 1ln the use
of hecords Combrol Scuedules has {iruly established the noed for systesa-
tizing their apriicetiocn:. The policles and procedures sasigned to obtain
the objectives sought in well edulunistered records scon becose looperative
wiless steps are taken t0: (a) systermtlically recind the esctivity having
custody «f records, of the expiration date of schedules retention periods;
{b) record the dlsposal of each series of records when mch 18 accouplished;
{c}) econtrol and vecord any camnge in the location of each series of records;
and (&) periodically review dw schednle for accuracy sand cogleteness.

25. yrgperetion of Schedules. the preparation and saelatensrce, on e
current beels, of Becords Copbrol Schedules for the records of the Agency
is g regoiresnt of the regulations issued ander authority of ithe Federal
Jecords Act of 1950. The responsibllity for the preporetion of Schodulss
is incubent upon e cospovent Tecords ipumgpaoent Officer. AU least

foar coples of the Schedules will Lo prepared and will cover all files,
record and nourecerd, (a@intelned. ihe use of Fors Ho. 135, Decords Corbrael
Schedule, and For: lo. 139, Contlruptlion Sheet, arc recoseniod {see
sdhibit 1). These foras mmy be obtalied Drow the Agency Recoxds Adnini-
atrablon JEficer and will be prevered as follows:

a. Idenbification of Schedale. Inter in the space captioned "0ffice;
Divieion, Bwench” the apecific orpanizationsl elewent vhich the schedule
Fertaing; such as, Gemeral Bervices Tice, Speciel Services Division,
dmehine Pecords Dranch. Sach ovganizationel elesent down to the Srench
level will begin on Fors Ho. 139 asing s continustion sieet Foor Ho. 139m
for sdditionsl peges as required. In goeneral the physical seperatlon of
files of an Uffice should be the deter:ining factor in deciding whether
schedales ahould be ldentified with units beluw the bBranch level.

. Schedide do. 4 susber will boe asgigned by the Agency Becourds
Aducdndstration Offlcer won apiiyel of the Scheduale.
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¢, Copcorrence. Z2Zuter in this gpece the sigoature of the Chief of
the organizstional elecent (Branch, Staff, or Division Chief) to which
the schadule pertains. The signatuxe of the Office Chief will be euntered
on the first page cf the schedide for his iunnadiate cffice which will
indicate his spprowml of the entire schedule. This signature should be
obtained after chlefs of all other srgasnisational elesanta of the Office

have signed.

d. Ites ouber. Beglmudng with iltexw pusber one, list and ususber
gach series, sterting with the records of the Office Chief and contlinue
conpecubl through each organisaticnal unit of the office. The use
of subiten e is permiseible vhen subordinete file series sre
corponent parte of an overall flle (see Exhibit 2).

e, Files Identification., The mwrecise description of sach series of
records will be entered in this colurm. This descripiive data requires
the utwosd cave in its prepsration. In general, this date st be
sufficlent to accurately identify the records and enadblie & deteruinstion
of propriety of the disposition prescribed fexr then. S8Specifically, each
file identification will consist of five elesents, nesely: The title or
mase of the file; description of docwments of whilch the file consists;

a brief statesent of the specific function or operetion incldent o vhich
the files are 'minteined; a staterent concerning the filing arrengsment;
and inclusive dates of the flle. See peragrsph 27 for instructions for
general categories of flles.

(1) Ttle of Records Saries. Groups of records amintained to
serve a apecific purpose usually are ldentified Ly ¢ nase or designation
which iuvariably coincides with the function the groups of recoxds perforu.
Zhe title should be descriptive, self-explanstory, and coosistent with
the terminology of the organizational olesent using aud :sintaining the
fide.

(2} & listing of several representative docwents found in the
file, such as, forn nunbers and titles, titles of reports, office meworands
and correspondence, assists in identification. Such identification is
essential because these sane records &y be aaintalned in another file
wiich serves a different function and -wy be digposed of after a lesser
ratention pariod.

(3) Function of Flle. The aduinistrative or techuical operation
incident to which the record series is accumildated end the function the
record series perforss in commection therewith is also essential o the
identity of the records. In other words, thig statement should answer:
What oparation or functlon created this record and for vimt purpose ls
this file used? An expsple of the function of a file acowaated do =
avary oyganlsatioonl--element. a&&nm in conmection with secmity
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ba slated, "These docwents reflect the receipt and trenscdssion of
classified Gocurants and are ~sintained as & control for seawity pwposes.”

(&) Piling Arrangscent. An adeguate atatesent of the flling
arrangeent will be entered next in the files ldentification colwm.
fxaaples of such steterents are as follows: “Alphebetically by Curnece’ ;
" Alphebeticelly by Sublect’; "Huserically by Hequisition Rusber”
"Chronologlcally” s ete. This inforetion, in addition to Leing wseful in
the analysis of o file, is iavaluable in detectiag the adoquacy of the
filing syste: and cut-off and retiresent yrocedure.

(5) Inclusive Dates. unbexr the date (year only) of the oldest
docwwnt in the series and the date (year only) of the nost recent
documant. The effective spplicetion of the achedule can than be wasured
by & corperison of the cute-off and disposition procodire with the incluaive
dates of the flle.

Le Voluwse. Unber the voluwm in beinw of cuble feet for vach flle
series. Fractions of cubic feet will he axpressed in tentds by use of the
deciaml point, =.g., 1.5, 20.3;, etc. The volue for & file series, xeasuring
one-tantih foot or less will be entered s 1. Fllee which hm  been retired
to the Heecords Cenber will uot be ilncluded in the wolwwe reported ou a
Necords Contirol Schodnle.

. Dlsposition Instructions. dnbrics In this colwx will be wuads
only after careful appraisal and eveluatiorn of the records series (see
Seetion V). The column will consist of three elesents snd will be entered
in the order given below:

{1) Preface each instruction with the word "Ieranent” or
"gerporery’ which ever is spplicable.

(2) he sccond elerent consiste of the phrase "Disposel not
authorized” if the records sre of permnent value. Records of tesporery
value will cite e disposel stendard, e.g.; "Destroy after thves years,
"Destroy two years after sudii,” "Destroy upon separetion of exgployee,” ete.

(3) 3y application of cut-off yrocedures as prescribed in
saragragh 22, giveournglete instructions for the cut-off and retiresent and/
or destruction of the files., These lostructions 8y be indicated as
"Cut-off at end of sach calender year; destroy 1 year thereaf'ter,” "Cut-off
at end of asch calendar year; hold 1 yesr then trensfer to Lecords Center.”
"Place in noneurrent file wpon ligquidation of obligation; hold 1 year then
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26, aterisl ixcluded fron Schedule. Certain types of -aterisl, becsuse
of the purpose o use they serve, will not be rsported on a Rocomds Condtrol
Bcheduls. Boe exsrples are: stocks of dblank forums and reprofucticn
qaterials such ss stencils and hectograph rasters. Any questions cone
cerning such wterials should be referred to the Ageucy Lecordes Adalnistre-
tion Offlcer.

27. Ianstructions for General V of Plles. The following instructions
vill govern the entry of information on schedules relating t¢ the title and
disposition instructions of the files listed below:

8. Sxtre copies of Agency pblicaticos, publications of other
Governent agencies, comereial publlcations, and sinller publications which
are collected and neilntained in 2 sgparste filing systen for reference
parposes are considered gs ronrecord smierial. Exaples of such jablics-
tions sre coples of Agency Regulations, Agency Handbooks, Dntellligeonce
Reports, Arsy hegalations, Civil Service Regulations, irade Jowrmals,
amgezines, ete. On Records Control Schedules, these :sterials will be
identificd by title as “Reference Fublications File.” The disposition
instructions will resd "Tewgporary. Destroy vhen supersedsed or cbsolete or
no longer neodad for reference purposes.”

b, Iibrary -mterial such as law bovks, wedical books, and other types
of books used for reference purposes but which have contioulng velue, both
sonetary and for reference purposes, will not be destroyed. On Records
Control Schedules these books will be identified by title as "Library
Material.” ‘The dlgposition imstructions will read "Retuwrn to Library when
no longer neaded for reference purposes.”

c. Sxtre coples of pepers preserved only for convenience of reference
are of a nonrecord character. Ixmples of such papers are tiwose malotained
in e reading or cluomological file. Ou Records Control Schednles, these
gapers vill be identified by title, such as "Convenience Flles (Reeding),"
or "Chronological Files,” and as an additional elenent of the Piles
identification colium, & statesent will be mede a8 to the location of the
afficial record, e.g., "Recoxd coples filed in Division Subject Plle,” ete.
The digposition ingtructions rorsally will provide for thelr destruction
one year after cut-off peried.

d. DOxtys coples of technicsl :matoriais, such as mwotlon plctures,
sound recordings, still photograzha, ups, etec. are of non-redqosd character.
On hecords Control Schedules this :miexisl will ve identified by title
as Converlence Files followed by the type of technical uaterisl in
parenthesis, e.g., "Coavenience files (Sound Recordings), "Convenience
Files (daps),” ete. The disposition inatructions will read: "Tesporery.
Destroy or salvage when supersedad or cbsolete or no longer neodad.”

g “s [
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2&1&%&&.”
w and fizal sppeoval.

a. m;mumwm-:M:

(1) A1 recommended mctions have the conewrrence or certification
of the sppropriats opersting offictials.

(2) e retention pericds sre sufficlent to meet the normel
eduinistrative, legal; and fiscal reguirermts of the Agency.

{3) Records reorwended for disposal possess no interest to
other elenents of the Agsucy.

(4) Records of contimiing value ere sypropriately 1dentified
and that lnstructions for their protection are sdequste.

(5) Pecomendsd disposals ure covered by existing legs)
suthorizatlions.

(6) ™e purposes for which schedules were irepared are being
attained,

5. Records of texporary velue for witich Congressional disposal
suthority is reguired will be described by the Agency Records Adninistration
Officer on Standard Form No. 115, "Reguest for Authority to Dispose of
Recoxds.” Afler coordination with the Security Office, wae Office of the
General Counmal, and other offices as necessary, a represectative of the
Archiivist of the United Btates, previously clesred by the Agency, will
reviev the moposed disposals and :mke rocommendations o the Archivist
for subnission to Congress. Depending upon the sction talen by the
Congress, adjustments, if sny, will be mede to the Records Coatrol Schedile
whaich nay then be approved for spplicatiom.

25. Distribution of Approved Schedules. Afber final ayproval of the

return a copy o the sppropriate conponent Records Manegenemt Officer, and
forward one tc the Records Center. The component Records snagenent Officer
will furrdsh each organisations) unii & copy of itsshedula.
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SECTION VIX. APPLYING RECORDS CONTROL SCHEDULES

30. lcation of m Schedules. 8ince the ultimate goal in the

8 ing of records is to esteblish & systematic plan for the retemtion,
retirement, snd destruction of records, it is essential that the schedules,
after approvel, be put into operstion. Furnishing each organizetional unit
with a copy of its schedule and Froviding guldance in using the schedule
are basic steps in implementing the records disposition program. However,
to ensure contimwed application of schedules, the comporent Records
Mensgement Officer mmst develop follow up techniques such as the following:

&. Audit end Revision of Schedules. To be effective the schedule rmust

be kept current. Records Management Officers should periodically sudit

and reviev schedules of organizational units to detect needed ravisions.
Revised items or schedules will be prepared on Form 139 or 13%9a as appro-
priate, and submitted for approval by the Agency Records Adnministration
Officer (see peragraph 28). Additionsl categories of records will have to
be added to the schedules as new functiona develop or are reassigned to an
organizational unit. Also certain records nay be dropped from a schedule

(1) Additions to Bchedules. Additional items way be added to
schedules by the use of descimal Polnts. A new item would be placed in its
logical sequencd by organizational element and the new item number would

be assigned by adding s decimal point and item number. For exarmple, the
first new iten falling between 11 and 12 would be essigned item nurber 11.1.

(2) Deletions from the schedules. Beries of records which have
been discontinued and have been removed from an office elther through
transfer, retirement, or destruction will be deleted from the achedule.

b. Tickler File. An effective and sinple method for controlling the
application of epproved schedules involves the use of a "dlsposition tickler
file." This file can be established by using & 5" x 8" card (Yorm 1183)
to list each item appearing on a Records Control Schedule (see Exhibit €).
The cards are filed chronologlcally by sction date and serve gs a reminder
to take specific actions at specified tines. The estsblishuent and
continued use of this file is assurance that suthorirzed actions are being
accomplished at the prescribed tine.

3l. Related-Sekeduie Controls. Although the Records Control Schedules
/" are used primarily to effect the retirement or destruction of records, the
{ proper scheduling of records alsc influences the maintensnce of current
} files by necesaitating various procedures for their segregation, filing
< arrvangenent, cut-off, centralization, or decentralization. The effectime
} utilization of filing equipment snd floor space will also be achieved by the

timely and periodic disposition of records through the spplication of these
{ schedules. Re%uem for filing equlpment should be reviewed by the component
[
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‘Records Manegenent Officer to determine whether space and equipment needed
can be provided by applying the schedule. This 1s a very effective
instrument of control and often makes possible important economies.

32. Retirement of Records. Records scheduied for retiremgnt to the
Archives and Records Center will be transferred in accordence with
instructions contasined in Part II of this Handbook, where the functions and
services of the Center are descrided in deteil.

33. Destrustion of Recoxds. Certain records, because of their short
retention value, are schednled for destruction in the current files area.
Buch destruction skall be pexformed in accordance with any applicsble
S8ecurity Regulations. A record of destruction will be naintsined showing
the gchedule item nunber, file description and volume. The Tekler File

ean be used for this purpose. In sddition to serving as & log of destruction,
this informetion can be resdily coupiled for inclusion in the annual report
required in paregreph 8.
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LEGIL BACGHoldD OF S800RDS DISy sIviod

le legislative Backgrounds The bagle responsibilitiss involved in the
adz*nﬁf Uratlon of a records progras by an agency of the Fedoral Jovernrant
is impossd upon the hesd of the azency by laws onacted by Congress snd

ixecutive orders issued by the Tresident of the United Statess Although
Laws govorning the dispogition of rocords of the Federal Jovermnaent haove
been enacia! during aay years pasly 1t wag not wnlil the ear 1934 thal
the Hatlonal Archivss was established, It was desimated a8 the igenay

anc freility for the preservasion of ‘he recurds of ithe inilted Stataes
“overnmaniy thal hove enduping adminisiralive, legal, fissal, or histericsl
viluse Laws snacied at that tine, end subsequent avendman L8y des ribe

the materlals which are considersd ¢ be of a "documen bary charad and
wnich are coigojuently desicnated "recordse? iowaver, & relatively small
sercante s of the tremendous volu.e of docwmentary moterisls sroduced or
acquired by Coversuient agencies quelify as records of enduring valus md
with few axceptisng, the kind md quantity of recorde thal an ssency will
produce or 2equire is not specified. The procedures for daters . aing w.ich
recoris will ve preserved and which will be deziroyed are also > asorlbed
by law to prevont the destruciion of those mecords that hove onduring value,
In brief, the laws prohibit the dsatruction of Tovernment recoirds axecept when
authiorized by Congress upon the recormandation of the *rechivis’t of the
United States.

2¢ Current %ﬁslatmn. ihe substancs of tho applicabls stotutes thas
form the leg 2s1s lor preseni~day records mmmagomen’ programs in agenclas
of the Federael Covernwent is ag followss

a
& The Act which astablished the Mational Archives, approved
17 June 173L (Publie Law L32, 73d Congress) (LL USC 300=300d), craated
the offics of the irchivisi of the Unilted States and provides that all
recerds belonging to tha Governmant of the imited States shall ba under the
charge and superintandmes of the Archiviste Also crested by this ict
wig lhe Nailonal Archives Souncil whose funellon wos Lo define the olessan
of material ‘o e trmsferrs Lo the ational ‘rehives Builiing snd sgtabl sh
regulationg ovarning suce iransfary and advise thallre:ivist with raupa-t
to regulations soverning the <isositics ad uae o L lrehives mnad yecords
wraasfarred to his cusiod .

be fn tet w provide ofr the wigpusnl of enrbil roearip of dhe
uniied Stalcs oweranzat, asproved 7 July 103y s amendsd § July 1oks

{57+ Silate 3003333 Sy Staie L3k) srovides o definltion of the word
"records? (see rsracravh 13)e ihe ‘ot also provides thzat the hezd of esnch
sgancy of ihe United Stztes tovernient shall sulelt to iha ranivioty
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(1) Lista of any records in the custody of the agency that have been
photographed or micrephotographad and, as a consaqusnca thoareof, do not
appear 1o have sufficlsni value to warrant their further preservation by
the Govermmonty (2) lists of eny other records in the custody of ths
agoncy that are not nesded by it in the transaction of its current business
md that do not appesr to have sufficient sdministrative, lagal, fiscal,
rosearchy or other value to warrat their futther preservation by the
Jovernmonty and (3) schedules proposing the disposal, after the lapsa of
specifisd periods of time, of records of a gspacified form or charastes
that either have sccumdlated in the custody of the agzeney or that moy annunue
late thersin at any time a ter the submission of such schedules nd th-t
af'ter the lapse of the perieds specifisd hawve insulfleieni adninlsiralive,
degal, {iseal, resesre:, or other value to worremt thelr furthsr plazEE) o
vatlon by the Governnente The lHational Archives Council. wndor authurity
of lils Aet, established procecures for such subnissions and eaiablished
standards for the repruduciion of records by photooraphle or Mminrophoio=

srapnle processes with a view to the dissogsl of the orizinal recorise

Ce An Act which itrensferred the Hatlonal Archives Sstablishmont
aad funello: o the General Services Adminiziration, approved 30 June 1949
{Public Law 152, (18t Congress), clso suthorised the Admi-isirator of
Soneral Services lo survey Govermmont records to deiamins the of {f Leiancy
of records management activities. »

LS

of General Sarvicas for the msnagemsnt of Government records, approved

5 September 1950 (Public Law 754, &lst Congress), authorized the Adminisiprs-
tor w0 establish & Federsl Records Councile The menmbers of ihe Council
include representatives of ihe lsgisl.tive, judicisl, and exacuiive
branches of the Government. The Administrator will advise and conzult

with the Council, at least once annually, wilh: & view o obtaining itls
xivice and assistance in carrying out an econcmical and sfficlant managoe-
maat of Federal records. This Aet also provided thal the hend of asch
Fedarzl agency shallt cause o ba nxde and progervedy vecoris nonialring
xloqunis and proper documentaiion of tho organization; funstions, policies,
decisions, ;rocedures and essential tronsacti. s of the agancy} astablish
and maintain an active, ¢ontinuing propra: for the cconoiical and effisient
managenent of the records of the ageney; provide for slevage, proceszing,
an< servieing of records thsi are appropriate thersfors in a reasrds cenier}
and astablish such ssfeguaris ~sgaingt the rewoval or 1osa or rocoras a8

he gisll deterzine o necess vy wd as aszy he required Uy regulatic s of
the Adninistrator,

de The Act which defined the responsivilitiss of the Adminisirator

STATI
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e, ixeculive Order 10501, "Safegusrding Offieial Information in
the Interesis of the Defense of itho United Staies, "™ was issued 5 Hovenber
1:53« This order requires that defense classifisd docunembary rocords
material mado or recsived by a department or ageney in sunnecilon with the
transacticn of ~ublic buginess and preserved as ovidence of ihe urpanisation,
functions, pollicies, operations, decisions, proeedursa, or sther ac' ivities
or any dapariment or gpency of the Goverment, or becsuss of the informational
value of ihe dala contaned thersin, be dostroysd only in aceordance with
the act of 7 July 1343, a8 amended & July 1745 57 State 3003033 59

| fo Congress also enacted laws providing for the junishmenti of indie
| viduels who unlawfully destiroy jublic recurds. These law: ara quoted fron
| Title 1&’ UOSQC’, section 2071.

|

*{a) wWhosver willfully and unlawfully conceals, removas,
nutilates, obliterates, or desiroys, or attempis to do so,
ory, with intent lo do so takes and carrles sway any records
proceading, map, bock, paper, decumont, or other thing,
filed or deposited with any clerk or officer of any court
of the United Steles, or in any public oifice, or with any
Judiclal or publiec officer of the Unlted States, shall be
fined not nore than $2,000 or Imprisoned not norse tham three
yoars, or both,

") vhoever, having the custody of any such record,
proneading, mep, book, document, paper, or other thing,
willfully and unlawfully conceals, removes, nutilstes,
obliterstos, falsifies, 'r destroys the smmo, shall ba
fined not more than $2,000 or imprisoned noi more than
thres yesrs, ur bothj and shall forfait his office md be
disqualified from holling any office wnder the United Statesge”

g€¢ To clarifr tha responeibilitizs of the Apency under provisions

of stetutes pertainiig to Dederal rocords, ithe Genaral Tounsel submitiod
FOIAB5 & interpretaiion of existing laws on 2 October 150« In the opinion
of :tha Gonerel Counsel il wus the intent of foncress that the Apsnoy

comply with . the statuies whangver pogsiule.

FOIABS
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e %r;mc:g Applicatione The administrative basis for the Records Admini-

siration Progra: In the arency is contained in HR This regulstion STA
celegates responsibility for administration of the TroTram w the Agoncy

iecords Administratlon Officery definss the scope and content of the

program, md assigns responsibiliiy for its deceniralized administration,
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EXHIBIT 3

Conversion Factors for Measuring Records Holdings in Cubic Feet

1t surement Cuble Toot Taulvalent

Correspondence Mles

One draver, letter sise cabinet or safe —weeee 1}
One drawver, legal size cabinet or safe —eememm—— 2

One open shelf-file unit, letter sige 5%
One open shelf-file unit, lernl sigze 3
Card Files
One linear foot, 3x5 cards 1/10
One linear foot, /x6 cards 1/6
One linear foot, 5x% carde 1/4
or 1n,000 tab cards 1

Othar

One bookcase section ,
Map cabinets an? other outsized equipment

Inside cubie
reasurenent




